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Overview of Process

m The Attendance Collection will provide data for State and
Federal reporting requirements and AYP calculations.

m The collection will take place 3/12/07 through 4/15/07.

1 Schools must submit attendance as of the last day of
the school’s testing window. If the student is not
scheduled for classes on the Testing Count Date,
report attendance on the next regularly scheduled
school instruction day for the student.

1 Schools must submit aggregate hours of instruction for
all students enrolled on the last day of the school’s
testing window.
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Achievement in Montana

-

Infinite Campus
District Edition

Direct Data Entry

Data Upload

|| Extracts for state
- reporting. (.tsv)

A

Local student
information system.
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m If you have not entered demographic and
enrollment information for your students,
you will need to do this before proceeding.

m Instructions can be found on the AIM
website at www.opi.mt.gov/itprojects/aim.html
under the Training and Instructions tab,
Assessment Pre-Label Collection,

Direct Entry Tutorial - Enroliment
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Connecting to AIM

m \Web Address (URL):

https://aim.opi.mt.gov/mtstate/aim.jsp

m User name and password,
sent by OPI on Sept 1, 2006 to
the Authorized Representative

m |f you are unable to locate your
password, please call the OPI
Helpdesk at 406-444-3448.

’”5 Infinite Campus

State Edition
Yearsion: 20071

Montana AlM

User Marne:

Fassword:

ok _J
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m Index items are visible based on the permissions given

to a user.

m Attendance Count
Information is found in
Student Information > General
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It is important that your d
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Types",
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m Navigate to System Administration > Calendar > Calendar

m Enter the last day of the school’s testing window in Testing Count
Date

m Save
m Repeat for each school in the district

Index | Search | Help | Raynesford School(625)

] Ditlzer Raynestord Elem
[#7%] Student Infarmation

[ calendar I [F rade Levels I [ schedule Stucture I [ pays I

i, Cenzus = save
L1, c Hoo Reporting
= § system administration Calendar 1D School
=1 [ Calendar 336 625 Raynesford School (schoollD: 336)
&l Calendar *mame Mumkber
L MT State Reporting |Raynesford Schooll625) |
[ account Settings *Start Date *End Date Summer Schaol
) Access Log 06572006 |73 o6 572007 [ O]
(8 Log off Student Day Cminutes) Teacher Day (minutes] Exclude
]
Whole Day Absence (minutes) Half Day Absence (minutes) Schoal Chaoice
I
Type

I Instructional VJ

Testing Count Date

034352007 (73]

|
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Student Information - Search

m Search for a Student to enter their Program

Participation information index | Scarch | Help |
-1 Click on the Search tab. e 3
-1 Search for a: Student T
m Type part of student’s last name Search Resuts: 2
in the search box. To limit the search T e

further, type comma and first name.
To search for all students,
leave the box blank or enter a % sign.

m GO

m |f more than one student matches,
click their name to go to their information
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Advanced Search

m Using Advanced Search, you can search for students by

Grade.

Zearch far a record being tracked in Campus by using search fields or by selecting & Saved
Fitter. If you have created a Saved Fitter and do not zee it in the list, it is likely the Saved
Fitter was created for & context other than the current (Example: A student fiter cannot be
applied to a Census Person Search)

You may search school-wide.

Student Search Saved Filters
Laszt Mame | | ﬁ Schoaol Users
First Mame | |
Studert | |
Mumber
SEN
Grade w
Birth Date
Gender Eé
StatelD P
m

Search Edit Delete
03
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Student Information — Enrollment Tab

m Click on the student’s Enrollment tab

m To view the detailed data, click on the enrollment in the
Enrollment Editor

m Expand the section for State Reporting Fields

Dashwood, Elinor M
Grade: 0¥ #340918199 DOB08/26M993 Gender:F

C;Qﬁummarl_.r I Enrollments I Programs I Assessment I

.%F‘rint Enrollment History E] Pty

Enroliment Editor

Edit | Grade Type Calendar =tart Date End Date
ﬁ 07 p Raynesford Elem Raynesford
school(b625)
Start Status: 02 Continled envaliment sarme schadl, bo Interriotion
Enct Statns:

0&/22/2006
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Requirements

m Testing Aggregate Hours of Instruction must be reported
for all enrolled students on the Testing Count Date.

m Student attendance must be reported in the Testing

Absent field for all enrolled students on the Testing
Count Date.

1 If the student is not scheduled for classes on the Testing
Count Date, report attendance on the next regularly
scheduled school instruction day for the student.

Testing Count Date is the last day of the school’s testing window.

& ot
Testing Aggregate Hours of Inst. Testing Absent
W 0.000
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Enter Attendance for Each Student

m Aggregate Hours of Instruction is the number of hours of
pupil instruction for which student is enrolled.

m Testing Absent is the portion of count date the student

was absent. e

D Present a” day = O Attendance and Enroliment Information

Fall Attendance Count
Fall Aggregate Hours of Inst. Fall Abhzent

1 Absent all day = 1 | v

Spring Attendance Count

I I I Spring Agoregate Hours of Inst. Spring Absert
- Decimal fraction if student | s fsessetieuss
WaS absent part Of the day Tes‘tﬁndnw Attendance Count .
Testing Aggregate Hours of Inst. Testing Absent

m Save

TiF: 720 + hours

T T: 540 ta 719 hours hie Title | Instructional Services
H: 36010 539 hours

[ | Repeat for eaCh StUdent @ 181 to 359 hours ¥ [ ReadingLang Arts

M: 0'to 180 hours e [ wath
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Extract Data (optional)

= If you would like an electronic copy of  Index | Search | Help |

: : ] Ditlzer R fard El
your Attendance information you can E];j;ﬂi"‘[ﬂff”ﬁ;mfm

- . 1] General
create an extract of this information. ™ Student Locator

Reports

1 Select the correct school from the cEnsus
14, & Hoc Reporting

drop-down list, then navigate to # L System Administration
MT State Reporting > MT Extracts ~ — 5 v

E MT Extracts

(4 Account Settings
D Access Log

0] Log Off
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Extract Data

m For Extract Type, select Attendance — Test Window.
For Format, select State CSV (or other if you prefer)

m All Calendars in the District will be displayed. Select
Calendar(s) and click the Generate Extract button.

m Save your file to a location and name of your choice.

MT State Extracts

Thiz tool will extract data to complete several formats of the MT State-defined reporting formats . Choose the State
Format to get the file in the state defined tab seperated file format, ctherwise choose one of the testing/debugging

formats.

Extract Options Select Calendars
Which calendar(=) would you like to include inthe report?

Extract Type .
" | Attendanee - Test Window . | (%) active wear st by =chool st by year

Fornat (ST

[ Generate Extract ]
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Who to Call for Help

m Login and Password Information
1 OPI Help Desk — 406-444-3448

m Questions on data elements
1 Nicole Weissman, Student Records Manager
406-444-3495
1 Sara Loewen, Data Resource Administrator
406-444-3494

m Technical questions
1 Infinite Campus Help Desk 1-888-461-2004

m Other questions
1 Dave Nagel, Project Manager — 406-444-1641
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